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1.  LEARNING OBJECTIVES:  

    a.  TERMINAL LEARNING OBJECTIVE:  Given access to an automated system with applicable software, access to an automated accounting system, and the references.  Monitor civilian labor accounting functions to ensure the civilian labor transactions process per the references.  (3404-FMGT-1016)
    b.  ENABLING LEARNING OBJECTIVES:

        (1) Without the aid of references and given written questions relating to the key accounting terms, concepts and techniques associated with civilian labor accounting operations, and a list of responses, select the response that answers the question in accordance with the references. (3404-FMGT-1016a)

        (2) With the aid of references and given a scenario involving time and attendance reporting for civilian employees, record the time and attendance of a civilian employee on a time card [sheet] in accordance with the references.  

(3404-FMGT-1016b)

        (3) With the aid of references, given access to standard spreadsheet application software, required reports and a scenario involving labor balancing, balance the payroll costs to SABRS to ensure labor costs have been accurately recorded in accordance with the references. (3404-FMGT-1016c)

        (4) With the aid of references, given access to standard spreadsheet application software, required reports and a scenario involving labor balancing, balance the payroll costs to SABRS to ensure labor costs have been accurately recorded in accordance with the references.  (3404-FMGT-1016d)

OUTLINE:

1. LABOR CLASSIFICATIONS AND FUNCTIONS:  
    a.  What is civilian labor?  It is the cost to the government of employing an individual (a civilian employee) to perform a specific job or function.  In this case the Government is the EMPLOYER and the individual hired to do a specific job is the EMPLOYEE.

    b.  To begin our discussions on civilian labor, you need to understand the categories that labor costs are classified under.  There are three classifications of labor cost:

      (1)  Personal Compensation - Those costs incurred for paying an employee for their work based on their grade and hourly rate.  These costs are classified as object class (OC) 110 for budgeting and recording purposes.  Costs associated with personal compensation are:

          (a)  Basic Salary - Hourly rate of employee  X  number of hours worked.



(b)  Overtime -  Hours authorized to work beyond the normal scheduled hours of the day.  



(c)  Shift Differential - Amount paid in excess of hourly wage to compensate employees for working second or third shift.  



(d)  Holiday and Sunday Premium Pay - Amount above hourly rate paid to employees who have to work on a scheduled holiday or on a Sunday.



(e)  Other Payments - Include amounts paid above hourly rate for working in different environmental conditions, hazardous duty conditions, and allowances paid for different regional areas or for working outside the United States.



(f)  Authorized Leave payments - Includes the amount paid to employees when they are in a leave status of annual, sick, administrative, etc. 

      (2)  Fringe Benefits -  Costs incurred by the employer to cover portions of an employees benefits that are not part of the hourly salary.  These costs include the employer's portion for social security, health insurance, life insurance, retirement, unemployment insurance, etc..  These costs are classified as OC 120 for budgeting and recording purposes.

      (3)  Benefits to Former Employees - Costs incurred for covering early separation incentive payments and expenses associated with employees disability compensation payments.  These costs are classified as OC 130 for budgeting and recording purposes.

    c. There are three major pay schedules used in the Department of Defense (DoD) that affect the compensation and entitlements of civilian employees. The schedules are General Schedule, Federal Wage System, and Senior Executive Service.

      (1)  General Schedule (GS) - This schedule includes employees in administrative support positions, accounting and finance positions, technical positions, classification positions, general management positions, etc.  The general schedule covers the majority of Federal Employees.

      (2)  Federal Wage System (FWS) - This schedule includes employees who have recognized trades or crafts, other skilled mechanical crafts, or are unskilled, semiskilled, or skilled manual labor occupation.  

      (3)  Senior Executive Service (SES) - This schedule includes employees who are in high level management positions.  Employees with SES designations equate with those of General Grade Officers in the military.

(NOTE:  There are other pay schedules used by DoD to cover teachers and some scientific personnel.  For further information on these categories please refer to DoD FMR, Vol 8).

    d. What is a pay-period?  It's the number of days in a specific payroll that results payment to an employee for their work.  For the Federal Government, a pay-period is two weeks or 14 days.  The pay period will begin on a Sunday and end 13 days later on a Saturday.  

    e. Within any given pay-period, there is a basic work requirement on the number of hours (excluding overtime hours) that an employee is required to work or account for if taking authorized leave.  A full-time employee's basic work requirement is 80 hours during the two week pay period.  Based on the 80 hour work requirement for a pay period, a Work Schedule is created that tells employees the days and hours they are to work.  Some examples of work schedules are:

      (1)  Basic Schedule - Work performed for eight hours per day on Monday through Friday each week.  The start and ending time are the organizations or bases standard work day.  Examples are 0730 to 1600 or 0800 to 1630 (Note: time in example is 8 and half hours due to a 30 minute lunch period).

      (2)  Compressed Work Schedule - 80 hours are worked in two weeks, but the length of a work day does not meet the standard, nor does the employee work 10 days during the two week period.  A compressed schedule can have an employee working 10 hour for four days during the week.  Another compressed schedule is working 9 hours for Monday-Thursday and 8 hours on Friday of the first week, then working 9 hours on Monday-Thursday of the second week with Friday off (hours worked in two weeks still total 80 hours).

    f. There are normally 26 pay periods during the year (52 weeks divided by 2 week pay period = 26).  If we were to take those 26 pay periods and multiply them by the 80 hours worked during each period you would arrive with the number of 2080 hours.  2080 hours is considered the Work Year.  2080 is an estimate since actual work years vary by year.  

    g.  The 2080 hour work year can be viewed as the total effort that one full-time employee can during any given year.  We control the amount of labor required for each function and command based on the number of work years necessary to accomplish those functions.  Instead of defining our requirements for labor in terms of hours, we define them in terms of how many work years are needed to perform the work.  When we deal with a Program Objective Memorandum or Budget, we change the term of work year to Full-Time Equivalents (FTE); therefore: 


2080 Hours  =  1 Work Year  =  1 Full-Time Equivalent (FTE)
2.  Recording and Reporting Time and Attendance:  

    a. There several systems that are used in the Marine Corps to record and report Civilian Labor costs.  We will begin by discussing the Standard Labor Data Collection and Distribution Application (SLDCADA).  SLDCADA is the system used for recording time and attendance or the recording of the hours an employee works during a pay period.  Time and attendance includes recording actual hours at work, hours of authorized leave taken, hours of unauthorized leave taken, and special pay conditions such as overtime, shift differential, etc..  The basis for an employee getting paid for the two week period is from recording time and attendance information.   

    b. What is SLDCADA? SLDCADA is a web-based timekeeping system that allows for centralized or distributed input, provides the capability to track civilian labor hours against appropriate job order numbers for financial purposes, and hours according to type hour codes for pay purposes. SLDCADA also allows authorized users (labor managers and employees) the capability to view time sheets and certify time and attendance electronically.  Users can also view and print labor reports to track information in the system.
    c. To understand the time and attendance recording we will

discuss the electronic time sheet that is used to record labor, but before we go into time card formats, you need to understand the concepts of an Entitlement and Exception.

      (1)  Entitlement - Legally established benefits available to any person meeting eligibility requirements established by law.  Examples:  Overtime entitlement for requiring work beyond normal schedule, shift differential entitlement for assignment to a shift that works between 1800 and 0600. 

      (2) Exception - any condition that affects the employee's pay or time on the job that results in a change to their basic pay, a change in their leave balances, or changes the functional area that benefits from the applied labor or work effort.

Now that we have an understanding of what an entitlement and an exception are, lets take look at the time sheet used to record time and attendance.    

TIME SHEET EXAMPLE (see following page)

THIS SPACE INTENTIONALLY LEFT BLANK

	SLDCADA BI-WEEKLY TIME AND ATTENDANCE SHEET
	Seq. No.
	Dist. Code:

	Shop
	Supervisor Assignment
	SSN
	Name
	Pay Period Ending Date

	CFCFI
	XXXXX
	XXX-XX-XXXX
	SMITH JOHN E
	00/00/00

	UIC: 
S67001
	Activity:
067001
	Emp Type:
Civilian
	FLSA:
E
	TYPE:
REGULAR

	
	
	
	
	AWS:
	0
	
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	JON1:
	CFCFHLRG1C10
	HRS:
	0.0
	
	
	Sched Wk 1:
	
	8.0
	8.0
	8.0
	8.0
	8.0
	40.00

	
	
	
	
	Sched:
	SS
	Wk2:
	
	8.0
	8.0
	8.0
	8.0
	8.0
	40.00

	JON2:
	CFCFHLRG1C10
	HRS:
	0.0
	
	
	ND Wk 1:
	
	
	
	
	
	
	

	
	
	
	
	Graded:
	G
	Wk 2:
	
	
	
	
	
	
	

	JON3:
	CFCFHLRG1C10
	HRS:
	0.0
	
	
	Shifts Wk 1:
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0

	
	
	
	
	T/L Cat:
	5
	Wk2:
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0

	Week1

Job Order Number
	Per Shop 
	Env
Hz
	Nite
Diff
	Type
HR
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Week2

Job Order Number
	Per Shop
	Env
Hz
	Nite
Diff
	Type
HR
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Initial for Leave Taken.

Note:  If “LT”/”LU” Type HR is used, provide date of injury here (mm/dd/yyyy):
	
	

	Available Injury Dates:

	
	CERTIFICATION:  ATTENDANCE AND ABSENCES INCLUDING CHANGES MARKED HEREON ARE CERTIFIED CORRECT. LEAVE AND/OR OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS.

I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED HEREON FOR THIS WEEK, IF THIS EMPLOYEE IS NONEXEMPT.
	
	
	Week 1
	Week 2
	
	

	
	
	
	
	IN
	OUT
	IN
	OUT
	IN
	OUT
	IN
	OUT
	EMP INIT
	

	
	
	
	SUN
	
	
	
	
	
	
	
	
	
	

	
	
	
	MON
	
	
	
	
	
	
	
	
	
	

	
	
	
	TUE
	
	
	
	
	
	
	
	
	
	

	
	
	
	WED
	
	
	
	
	
	
	
	
	
	

	
	Authorized Signature
	
	THU
	
	
	
	
	
	
	
	
	
	

	
	
	
	FRI
	
	
	
	
	
	
	
	
	
	

	
	Telephone No.
	
	SAT
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


    Page 3 of your student handout contains the time sheet printed from SLDCADA which is used for employees who work a regular schedule with only a few, common exception types occurring during the pay period.  Generally, the format on page 3 is used for employees under the GS and SES pay schedules.

      (1)  The time sheet contains the information that is used 

to record and validate employees time and attendance. For this class, you will be introduced to some of the data elements contained on the Time Sheet, they are as follow:  

          a. Identification Information Lines - These lines are automatically filled by SLDCADA:

      (2)  SNN.  The employee’s Social Security Number.

      (3)  Name.  The full name of the employee as reflected on

their official records.

      (4)  Acty.  The code that identifies the employing

activity.  For the Navy and Marine Corps, this code is the six postion UIC.

      (5)  UIC.  Unit Identification Code assigned to

the unit or command where the employee works.

      (6)  Shop.  The organizational element (office) to which an employee is assigned.

      (7)  Jon (Job Order Number). Contains the costing element

to be charged for the associated type hour code and hours.  It 

is also used in output interfaces with other systems i.e. SABRS.

      (8)  Period Ending.  The ending date of the pay period that the time card covers.

      (9)  Schedule Week 1 and 2.  Shows assigned general  work

schedule, hours and days employee is scheduled to work.

      (10)  Shifts Week 1 and 2. Schedule code assigned to the

employee.  These codes are contained on pages 5 and 6 of Student Handout FMOC 0312.  Examples of codes are:




AWS Code

DESCRIPTION

0
Employee has standard work week of   5 days, 8 hours per day.

6
Employee has compressed work  schedule.  Required to work 80 hours biweekly.  Tour is eight days of 9 hours and one day of 8 hours biweekly.
** For more information SLDCADA data element definitions go to the SLDCADA website at: 

https://www.sldcada.navy.mil/contact.html
    d. Recording Exceptions: SLDCADA is an exception program.

This means that if an employee’s working hours are all charged to their standing or home JON no exceptions needed to be recorded.  The only postings required in SLDCADA are exception such as leave taken, overtime or compensatory time earned; and/or any premium pay such as holiday pay or night differential.  

    SLDCADA will automatically default the hours worked according to the specified work schedule that the employee is required to work, such as those personnel that work a General Schedule or a standard work week (i.e. Monday through Friday, eight hours a day for two 40 hour work weeks).  If employees  take leave, work over time, or their work changes with other exceptions, then these exception have to be recorded in SLDCADA. 

    The exceptions that are annotated on the time sheet are broken

down into pay, leave, and loaned labor exceptions.  Different conditions that cause these exceptions are:

      (1)  PAY EXCEPTIONS:  Any action that causes the employee to gain an entitlement above their normally rated hourly wage.  These actions include overtime, shift differential pay, holiday pay, environmental pay, etc.  The different pay exception conditions and codes are contained in pages 7, 9, & 10 of Student Handout FMOC 0312.  Some examples of these codes and conditions are:

PAY EXCEPTION CODE

DESCRIPTION
OS



Overtime, scheduled

OU

Overtime, unscheduled

HG

Holiday Work, Graded

RT
10% Third Shift premium Ungraded, FWS

      (2)  LEAVE EXCEPTIONS:  Full-time civilian employees receive entitlements for leave for every two weeks or 80 hours of work (exceptions apply to firefighters and teachers, refer to DoD FMR, Vol. 8).  These entitlements are:

          a.  Annual Leave Accrual - Annual leave is absence with pay for personal and emergency purposes.  Each full-time civilian will earn or accrue 4, 6, or 8 hours of annual leave every pay period.  Accruals are based on years of service (less than 3 years = 4 hrs, 3 years to 15 years = 6 hrs, over 15 years = 8 hrs).  

          b.  Sick Leave Accrual - Sick leave is provided for an employee's use when sick, injured, confined due to pregnancy, to assist sick family members, bereavement etc..  A full-time employee will earn 4 hours of sick leave for each 80 hour pay period

          c.  Other types of payable authorized leave - The only two leaves that an employee accrues are annual and sick.  However, there are certain conditions that the employer can authorize absence from work - and the employee will still get paid - that is not chargeable as annual or sick leave.  These conditions are administrative leave (up to 59 minutes in one day), Excused absence, and court leave.  

          d.  Types of non-payable leaves - Hours absent from work, either approved or not approved, that the employee does not get paid for.  These types of absences include Absent Without Leave (AWOL) (same as a Marine being UA), furlough, approved Leave Without Pay (LWOP), etc..

          e.  Refer to pages 11 & 12 of Student Handout FMOC 0312 for applicable leave and compensatory codes and definitions.  An example of some common leave and compensatory time codes are:

LEAVE CODE
DEFINITION

LA


Annual Leave used

LS


Sick Leave used

LN
Administrative Leave authorized

LV


Excused Absence

CE


Compensatory Time Earned

CT


Compensatory Time Taken

      (3)  IDENTIFYING LABOR COSTS:  The cost of all labor has to be recorded in the accounting system.  When we record these costs, the matching principle of marrying work efforts to the area/ job that benefited from the work is used.  The mechanism used to match costs and functional area that benefits from the labor expense is through assigning labor hours to a specific FIP that identifies the area/job that has benefited from the work effort.  Most GS employees are assigned to a "Home FIP" where the normal cost of their labor is automatically recorded.  This situation does not cover every case or exception that can occur during a pay period.  When the cost of labor needs to be charged against an area / job that is not covered by the assigned FIP of the individual, an exception has to be recorded on the time card to charge the number of hours to the appropriate area.  Situations where a FIP and Hours have to be recorded on the time sheet are:

          a.  Work effort is done to benefit a Reimbursable Customer.  The number of hours worked on the customer's job and applicable reimbursable FIP need to be cited on the time sheet.

          b.  Work in an area other than the normally assigned work area.  Example is a civilian assigned to the contracting office who is "loaned" to the comptroller office for a week to work on specific problems for the comptroller that normally this civilian would not be required to perform.  The charge for this labor should be assigned to the area that benefited from the work effort, in this case the comptroller office vice the contracting office.  Although no customer is charged for the labor (the command's OPBUD pays for the labor), but you are trying to internally assign costs to the appropriate Budget Execution Activity, Budget Execution Sub-activity, and Cost Account Code for accurately reflecting command incurred costs and the functional area that benefited from the labor cost.  

          c.  Overtime worked in benefit of another area vice the assigned job area of the employee.  If an individual works overtime to benefit an area outside their normal job function the overtime cost is charged to a FIP that covers the area that benefited from the work efforts.

          d.  Some employees, primarily FWS employees, have no standing or Home FIP assigned to them.  They work on so many different areas or jobs that all the hours they work have to be assigned to specific FIPs that apply to the areas where the employee performed work during the two week period (no automatic default of cost to an assigned Home FIP).  In these cases, all 80 hours of work in the pay period has be specifically recorded on the time card with the appropriate FIPs that reflect the area / job that benefited from the employee's work efforts.

          e.  Each leave exception has a specific Object Class/Sub-Object Class and Cost Account Code where the cost of that leave should be charged.  You do not have to show a FIP on the time sheet for leave exceptions.  SABRS automatically assigns a FIP based on the leave exception code reflected on the time sheet.  Lets take a look at a scenario on how the different exceptions are recorded.  

SCENARIO:  GS employee, assigned a Home FIP of CFCFHLKG1C10, does the following during a specific pay period:

     1. Annual leave taken  Tuesday of week 1 for 8 hours and  Friday of week 2 for 5 hours.

     2.  Worked 2 hours of unscheduled overtime on Thursday of the first week.

     3.  Worked 4 hours in a different unit of command on Monday of week 2.  Use JON: ABCFHLRG1C33.

TIME SHEET EXAMPLE (see following page)

THIS SPACE INTENTIONALLY LEFT BLANK

	SLDCADA BI-WEEKLY TIME AND ATTENDANCE SHEET
	Seq. No.
	Dist. Code:

	Shop
	Supervisor Assignment
	SSN
	Name
	Pay Period Ending Date

	CFCFI
	XXXXX
	XXX-XX-XXXX
	SMITH JOHN E
	00/00/00

	UIC: 
S67001
	Activity:
067001
	Emp Type:
Civilian
	FLSA:
E
	TYPE:
REGULAR

	
	
	
	
	AWS:
	0
	
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	JON1:
	CFCFHLRG1C10
	HRS:
	0.0
	
	
	Sched Wk 1:
	
	8.0
	8.0
	8.0
	8.0
	8.0
	40.00

	
	
	
	
	Sched:
	SS
	Wk2:
	
	8.0
	8.0
	8.0
	8.0
	8.0
	40.00

	JON2:
	CFCFHLRG1C10
	HRS:
	0.0
	
	
	ND Wk 1:
	
	
	
	
	
	
	

	
	
	
	
	Graded:
	G
	Wk 2:
	
	
	
	
	
	
	

	JON3:
	CFCFHLRG1C10
	HRS:
	0.0
	
	
	Shifts Wk 1:
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0

	
	
	
	
	T/L Cat:
	5
	Wk2:
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0

	Week1

Job Order Number
	Per Shop 
	Env
Hz
	Nite
Diff
	Type
HR
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	
	
	
	LA 
	
	
	
	
	8
	0
	
	
	
	
	
	
	
	

	
	
	
	
	OU
	
	
	
	
	
	
	
	
	2
	0
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Week2

Job Order Number
	Per Shop
	Env
Hz
	Nite
Diff
	Type
HR
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	
	
	
	LA
	
	
	
	
	
	
	
	
	
	
	5
	0
	
	

	 ABCFHLRG1C33
	
	
	
	RG 
	
	
	4
	0
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Explanation of Example. Because required changes (exceptions) to the standard work week have changed, the following exceptions where recorded.  

· Leave Exceptions - The type of leave used was annual, therefore an exception code of LA is annotated in the Type Hour column.  The day and week applicable are annotated with the appropriate number of annual leave hours taken.

· Overtime Exception - The overtime pay exception was unscheduled overtime, therefore an exception code of OU is annotated in the Type Hour column.

· Loaned Labor Exception - The exception is annotated to transfer hours and cost from the employee's assigned Home/standing JON to another JON.  The exception code of RG is used (does not alter the leave or pay status) and annotated under the Type Hour column.  The JON to be charged is annotated under the Job Order Number column and the appropriate day and week is annotated with the hours applicable to the cost transfer.

     f. Recording Daily Time and Attendance.  The bottom portion of time sheet is used to record the actual time the employee arrives at work and leaves at the end of the day.  Further, spaces are provided for leaving and coming back to work during the normal tour of duty.  Recording the time an employee gets to work and leaves is done to verify attendance at work.  This is usually filled out by the employee and has to be certified by the employee’s supervisor.  

      (1)  The bottom portion of the time sheet contains the work weeks one and two, days of the week, In and Out times block, and the employee initials block. Everyday, an employee will annotate time in and out see example below.  

	Employee Initial for Leave Taken.

Note:  If “LT”/”LU” Type HR is used, provide date of injury here (mm/dd/yyyy):
	08 Sept 04
	

	Available Injury Dates:

	
	CERTIFICATION:  ATTENDANCE AND ABSENCES INCLUDING CHANGES MARKED HEREON ARE CERTIFIED CORRECT. LEAVE AND/OR OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS.

I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED HEREON FOR THIS WEEK, IF THIS EMPLOYEE IS NONEXEMPT.
	
	
	Week 1
	Week 2
	
	

	
	
	
	
	IN
	OUT
	IN
	OUT
	IN
	OUT
	IN
	OUT
	EMP INIT
	

	
	
	
	SUN
	
	
	
	
	
	
	
	
	
	

	
	
	
	MON
	0800
	1200
	1230
	1630
	0800
	1200
	1230
	1630
	
	

	
	
	
	TUE
	0800
	1200
	1230
	1630
	Sick Lv
	
	
	
	MJ 
	

	
	Supervisor Signs/Dates 
	
	WED
	0800
	1200
	1230
	1630
	0800
	1200
	1230
	1630
	
	

	
	Authorized Signature
	
	THU
	LEAVE
	
	
	
	0800
	1200
	1230
	1630
	MJ 
	

	
	910-451-XXXX
	
	FRI
	0800
	1200
	1230
	1630
	0800
	1200
	1230
	1630
	
	

	
	Telephone No.
	
	SAT
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


      (2)  Explanation of Example.   During Thursday of the fist week, the employee took annual leave for eight (8) hours and for the rest of the first week, the time in and out was according to the normal schedule.  You will notice the time out at 1200 and the time back in at 1230, this is how much or other exceptions are clocked/recorded in this portion of the time sheet.   

      (3) During Tuesday of week two, the employee took sick leave time off. He or she has to initial those areas were the exceptions occur and then the supervisor has to sign and certify the actual time worked for each employee he or she is responsible for.  

      (4) Once the time sheet has been completed and certified, the time sheets will go to the timekeeper so that he or she can enter the time and attendance for every employee.  Depending on the standard operating procedures for each unit, employees can log into SLDCADA and induct their time and attendance, then their supervisor will log into SLCDADA and certify the actual hours the employee worked.  

      (5) After time and attendance is inducted and certified in SLDCADA, labor /time and attendance passes from SLDCADA to the Defense Civilian Payroll System (DCPS) via system interface.  

3.  DEFENSE CIVILIAN PAYROLL SYSTEM (DCPS):  

    a. DCPS is the system used throughout DoD to compute pay and entitlements for civilian employees.  This system is used by all Services to create payrolls and distribute compensation to employees every two weeks.

    b. So what does DCPS really do?  It prepares the payroll by calculating total pay entitlements known as Gross Pay.  It also means taking out all applicable deductions, such as taxes, health insurance premiums, etc..  Pay after deductions is known as Net Pay.  Finally, net pay is distributed to employees' selected financial institutions via electronic funds transfer (EFT).  How does DCPS know what to pay each employee?

    c. DCPS contains a profile on each employee that is used in determining basic entitlements and deductions.  The key to this file to uniquely identify each employee is the social security number.  The profile is set up based on administrative action forms, employee elected benefit coverage, and employee requested deductions for taxes.  This profile contains:

      (1)  Employee's grade and step.  Grade and step can be related to a Marine's rank and years of service for pay purposes.

      (2)  Hourly wage and annual wage based on grade and step.

      (3)  Internal Revenue Service Form W-4.  This form is filled out by employees and states their marital status and number of deductions or additional contributions to base withholdings for Federal income taxes.

      (4)  State Income Tax withholding form.

      (5)  Retirement plan that covers employee and required deductions for that plan.

      (6)  Employee elected health benefit carrier and the portion that is paid by the employee for this health insurance.

      (7)  Employee elected life insurance coverage and the portion paid by employee for their life insurance.

      (8)  Years of service for determining annual leave entitlements.

    d. DCPS uses the basic information contained on each employee to begin the calculations for an employee's gross and net pay each pay period.  What changes an employee's basic pay entitlements contained in the DCPS profile are the pay exceptions and non-payable leave exceptions (i.e. leave without pay or AWOL) that were inducted into SLDCADA. 

    e.  If an employee has no pay exceptions or non-payable leave exceptions recorded in SLDCADA, DCPS calculates their pay entitlement based strictly on his/her hourly rate multiplied by 80.  For example, if the employee's hourly rate is $12.50 and he/she had no pay or non-payable leave exceptions, their gross pay would be $12.50 X 80 = $1,000.00 for the two week pay period.

    f.  If an employee has a pay exception, for example 2 hours of overtime, DCPS calculates the pay entitlement based on 80 hours times hourly rate plus 2 hours multiplied by 1.5 times hourly rate.  For our employee with an hourly wage of $12.50, gross pay for the period would be:




$12.50   X   80  hours          =    $1,000.00



$12.50   X   2  hours  X 1.5    =    $_  37.50
GROSS PAY
       =    $1,037.50

    g.  DCPS will process an employee's pay entitlements for a two week period.  DCPS also maintains the earned and not yet used annual and sick leave balances pertaining to each employee.  DCPS will basically run on "automatic pilot" and pay an individual for 80 hours times his/her hourly rate unless told not to do so.  The means of telling DCPS what really occurred during the pay period concerning an employee's time and attendance is someone physically entering exception data into SLDCADA based on time sheets.  DCPS also calculates the amount paid to employees, their deductions for taxes and their portion of elected fringe benefits (health insurance, life insurance, retirement, etc.).  The employer (Government) also incurs a cost for fringe benefits that is charged for each payroll created.  The Government matches or pays a percentage toward the employee's health insurance, life insurance, retirement, social security, Medicare, etc. for each payroll.  Stated another way, for every dollar paid in Gross Wages to an employee, the Government may pay an additional 24 cents to cover the employer's liability for fringe benefits bringing the cost up from $1.00 to $1.24.   The commands OPBUD will be charged the amount of $1.24 (total of gross wages paid plus employer portion of fringe benefit cost).

    h. DCPS system interface.  After DCPS processes gross pay and a cycle is ran, the DCPS gross pay file information is shared via interface with the following systems:

(1) SABRS.  When a SABRS cycle is ran, SABRS

processes a dataset from DCPS and adjusts the paid labor for each employee within the accounting system to match the payroll.  We will discuss SABRS in more detail in this lesson.  

(2) SMARTS-WEB.  This reports generating software

takes information from SABRS and allows users to view and produce reports with actual payroll amounts for the pay period when the reports information is pulled. SMARTS-WEB helps reconcile gross pay information between DCPS and SABRS.    

(3) Work Year Personnel Cost Reporting
System(WYPC).  Labor summary information from DCPS is
reported to the Treasury, HQMC, Navy Comptroller, and Office of Management Budget (OMB) in WYPC. 
(4) MyPay.  Is an online system that allows
users to view and manage their civilian pay and entitlements. Users can view their Leave and Earning statements and have access to their tax, direct deposits, Thrift Savings Plan, and savings bonds information.  MyPay leave an earning statements information is passed via a system interface with DCPS.    

4.  RECORDING CIVILIAN LABOR COST IN SABRS:  

    a.  All the costs associated with civilian labor have to be recorded in SABRS to the appropriate accounting data.  The cost of labor means accounting for all object class 110, 120, and 130 costs.  SABRS records the cost of labor as commitments, obligations, and expenses, and will show the recorded amount of funds available in the command's OPBUD.  

    b.  SABRS interfaces with DCPS through data elements and FIP information.  If data element information in DCPS matches SABRS data element information, SABRS will record the labor costs appropriately, if the information does not match, the labor transactions will be recorded in the SABRS Labor error reports. 

5.  PAY AND LABOR BALANCING: 


    a.  Accruals.  Since the labor interface with SABRS only

occurs after a pay period, there has to be a way that commands keep track of their daily labor costs.  To do this, commands establish an estimate of labor obligation that occurs on a daily basis.  After a payroll cycle occurs and actual labor costs post after the systems calculate and report labor, the estimated charges that posted in SABRS will be backed out and the actual labor amounts that DCPS processes are posted to SABRS. The accruals process occurs via system interface/when a cycle is ran.    

b.  The estimates that were discussed above are done by

SABRS using the central table 322 (Accrual Definition Table). This table is used in the process to post the estimated labor obligations and is used again when those estimates are backed out automatically when a cycle runs.  The number of days to post are controlled via this table to post the overall accrual amount that is passed to SABRS every pay period.  The estimated amounts per day may be adjusted by the command to ensure that estimates are as close to actual costs as possible.  

c.  After each payroll is processed by the appropriate DFAS

Payroll Office, the actual payroll information for each employee is brought into SABRS, via electronic data set.  SABRS then runs a reconciliation procedure that compares hours and costs for each employee recorded in SABRS with the actual hours and amounts paid in DCPS.

d.  To validate and reconcile civilian labor, there are

several reports that can be viewed in SABRS and SMARTS-WEB. Differences between DCPS and SABRS, by employee, are shown on the report.  Some examples are as follow:

      1.  SABRS Labor Reports: 

DFBLB07:  Daily Labor Report by BEA/BESA/WCI


This report identifies the hours, obligation, and liquidation amounts that were generated by DCPS and passed to SABRS

PRTLBPRT:  Labor Obligations


This report identifies the actual, accrual and total obligation by WCI, program element, funding function, and sub-object class code combinations. 

      2.  SMARTS-WEB Reports:

GP_L150:

     This SMARTS-WEB report identifies the labor hours extended, hours paid, extended amount and earnings amount for the employing activity combinations.  

GP_L508_9:

     This SMARTS-WEB report shows labor costs by pay period ending date, the WCI, and BEAS.  This report identifies the hours paid, regular pay, overtime, other pay fringe pay and total pay by WCI financial information pointer information (i.e. BEA, BESA, FC, OC/SOC, CAC etc.).  

6.  Work Year Personnel Cost Reporting System (WYPC):  

    a.  WYPC uses DCPS as its labors data source to generate  monthly labor cost reports.  WYPC tracks only current year appropriated funds.  The data in this report identifies the various components of basic pay (object classes 110 and 110), premium pay (object class 110), benefits (object class 120), separation incentive pay and severance pay (object class 130) for Federal civilian employment.
b.  So why is the WYPC reports so important?  The reports

generated are used by the commands, HQMC, and the Navy for monitoring labor costs, but most importantly, they are also forwarded to Department of Treasury, the Office of Personnel Management (OPM),  and the Office of Management and Budget (OMB) to assist them in addressing policy issues that have a major budgetary impact to the Marine Corps. 

c.  The WYPC report is intended to reflect the total cost of

the paid payroll to Treasury this is why reconciliation of this report against actual labor costs to SABRS and DCPS is imperative.  If the command does not perform reconciliations of fringe benefit accelerations to actual paid fringe benefits or does not enter corrections cited on the pay and labor balancing report, the labor summary information reflected on the report may be understated/overstated to the Treasury.

d.  Agencies are required to reconcile their labor costs on

a regular and recurring basis to ensure the integrity and accuracy of their internal financial report data.  At the end of each accounting month, and agency is required to verify that the amounts reflected on its supporting documentation agree with the postings to the Treasury reports.  Reconciliation of SABRS summary to the WYPC report need to be reconciled on a monthly basis to ensure changes to the WYPC are reported to the Treasury and to adjust labor amounts as applicable.  If labor cost discrepancies occurs between SABRS and the WYPC report then adjustments must be made and the changes should be reported to Treasury in a timely manner. 

7.  The National Security Personnel System (NSPS): The future of labor management.
    a.  In November 2003, Congress granted the Department authority to establish a new civilian human resources management system to better support its critical national security mission. DoD and the Office of Personnel Management (OPM) have engaged in a design process with input and participation from key stakeholders, including employees, supervisors, managers, union representatives, senior leaders, and public interest groups.  NSPS will have an impact on Civilian Labor processing and will be used in the Marine Corps (Defense and the Department of the Navy to [DON]) for the reporting, recording, and compensating of civilian labor costs.  

NSPS is a rigorous and broad-based effort to modernize the personnel/labor system for the Department, while preserving the core, enduring values of the civil service. It offers new rules and processes for pay and classification, performance management, reduction in force, disciplinary matters and appeal procedures, and labor-management relations.
    b.  The National Security Personnel System (NSPS) will allow the Department of DON to be a more progressive and competitive employer at a time when the national security demands a highly responsive system of civilian personnel management.  It will establish new rules for how civilians are hired, assigned, compensated, promoted, and disciplined.   
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